
 

Version 0.1  
 © 2022    

  

Job Aid  

Provider Portal Processes  

This set of job aids covers the following processes:  

Contents  
Accessing Provider Services in the AVRS ............................................................................................. 2  

Working with Delegate Accounts ........................................................................................................... 3  

Registering a Delegate Account ......................................................................................................... 3  

Logging In as a Delegate ................................................................................................................... 4  

Checking Member Eligibility ................................................................................................................... 5  

Searching Payment History.................................................................................................................. 10  

Verifying a Prior Authorization .............................................................................................................. 12  

Send a Secure Correspondence .......................................................................................................... 14  

Submitting a Newborn Enrollment ........................................................................................................ 17  

TPID Linking for Outside Service ......................................................................................................... 22  

TPID Linking for Self-Service ............................................................................................................... 24 

Accessing Legacy RAs ........................................................................................................................ 26  

  

Note: All screenshots in this document were taken with deidentified data.  



 

Version 1.4    2  
© 2022 Gainwell Technologies. All rights reserved.  

Job Aid   

  Working with Delegate Accounts 

     

Accessing Provider Services in the AVRS  
The following figure offers a basic visualization of the Medicaid Enterprise System Assistance (MESA) 

Automated Voice Response System (AVRS) call flow for providers.   

Figure 1: AVRS Quick Reference ï Provider  

 

Where applicable, the AVRS system verifies information entered by the caller, as shown in Figure 2: 

Eligibility Data Checks. The eligibility call flow includes opportunities to hear other associated 

information (lock-in, third party liability, etc.) and gives callers the opportunity to repeat the information 

or hear eligibility for a different Date of Service (DOS).  

Figure 2: Eligibility Data Checks  
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Working with Delegate Accounts  
This process describes how to create a delegate account on the provider portal. As discussed in 

PRP100 Provider Portal Overview, providers often use delegates to manage their claims on the portal. 

A delegate can serve several provider accounts even if the delegate has only one provider, since 

providers can have multiple contracts. Delegates who service multiple provider accounts will be 

presented with a selection of providers to choose from when they log in, as shown in Figure 3: Switch 

Provider Panel. Once they select a provider, they will see the tabs available to them for that account.  

Note: If you have multiple Medicaid IDs and/or locations, you can change the Display Name on each 

account to reflect the taxonomy-location for that Medicaid ID.  

Figure 3: Switch Provider Panel  

 

Note: To register as a delegate, youôll need all the information the provider used to create your account. 

Additional providers assigning you to their locations must have your MESA Delegate Code, so keep it 

on hand.  

Complete the following steps to create a delegate account:  

1. Access the provider portal at the URL that was given to you.  

2. At the Home page, click the Register Now link.   

 
Working with Delegate Accounts 

  

Registering a Delegate Account   

Figure  4 :   Provider Portal Home Page   
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3. The system opens the Registration Selector page. Click the Delegate option.  

Figure 5: Registration Selector Page 

 

4. At the Registration panel, enter your name, birth date, and the last four digits of your driverôs 

license number as they were entered by the provider. Enter the delegate code from the record 

the provider created and click Continue.  

 

The rest of the registration steps are the same as described in PRP-100 Provider Portal Overview. An 

email with a link confirms your account. You must confirm your account or you canôt log in.  

Logging In as a Delegate  
When you log into your delegate account, the system opens the Home page if you serve only one 

provider account. If you are a delegate for multiple provider accounts, the system opens the Switch 

Provider panel so you can select an account, as shown in Figure 3: Switch Provider Panel on page 3. 

At any time, you can return to this panel and switch to a different provider to continue your work.  

Once you select the provider, you will be see the provider portal as the provider sees it, with the 

exception of pages and panels that you are not authorized to access.  

  

Figure  6 :  Registration Step  1   
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Checking Member Eligibility  
This section provides the process for reviewing member eligibility, service limits, EPSDT visits, and 

other insurance.   

Complete the following steps to verify member eligibility:  

1. From the Provider Portal Home page, click the Eligibility tab.  

Figure 7: Provider Portal Home Page  

 

    

2. On the Eligibility landing page, you can choose Eligibility Verification or Treatment History.   

3. Click the Eligibility Verification link.   
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Figure 8: Eligibility Landing Page  

  

4. Enter the Member ID, or if you donôt have it, enter two of the following:  

Å Social Security Number (SSN)  

Å Birth date  

Å Memberôs full name   

Note: If you donôt receive the expected results with a Member ID search, try searching with two of the 

other fields.  

 

5. You do not need to enter dates unless you are searching for a specific time period. The End date 

defaults to the current date if you leave it blank.   

Note: You can search for eligibility history up to one year in the past and four months into the future.  

The Begin and End dates can only have a maximum span of 30 days between them.  

6. If you wish to include a service type code or procedure code in your search, select the type of 

search from the Search By drop-down list, then start typing the desired code. The system will 

provide a list and narrow it down as you enter more characters.  
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Figure 10: Service Type Code or Procedure Code Search 

 

7. When your search criteria is entered, click Submit.  

Figure 11: Submit Eligibility Verification Request  

 

8. The system returns the eligibility verification for the member, confirming the current 

assigned coverages. Remember, coverage is not a guarantee since a member can lose eligibility 

for a variety of reasons. To view coverage information, click the link for the listed coverage.   

Figure 12: Eligibility Verification  

 

9. Scroll down to view the coverage limits section.   

Note: Additional service details are available on the Treatment History tab.  
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10. To return to the Eligibility Verification panel, click the Back to Eligibility Verification 

link.  

Figure 13: Coverage Details 
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11. To view or add other insurance for a member, click Other Insurance Detail Information.  

Figure 14: Access Other Insurance 

 

12. The portal displays any other insurance policies for the member. If the member does not have 

TPL coverage, the Other Insurance Panel will display óNoneô. To view details for any record in 

this list, click the plus sign on the left.  

13. To add other insurance, enter the carrier and policy holder information, then click Add. The 

system creates the record and stores it in the Other Insurance list; however, it will not appear 

when you come back to this list until it is validated.   

 

Figure 15: Other Insurance Information 
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Searching Payment History  
This section provides the process for researching claim payments on the Provider Portal.  

Complete the following steps to research claim payments:  

1. Navigate to the Search Payment History page. You can do this by clicking the link at the bottom of 

the Home page as shown in Figure 16: Navigate to the Search Payment History Page, or you 

can select the Claims tab, then Search Payment History as shown in Figure 17: Search 

Payment History Page.  

Figure 16: Navigate to the Search Payment History Page  

  

2. The system defaults to searching for all payment methods and types, with a range of issue dates 

within the last 90 days. If you know the payment number, enter it in the Payment ID field.  

Figure 17: Search Payment History Page  

  


